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CE~TIFIE~ UUUCACCCU~I~ #I 
55 TBrra Avenue 

Alexandria, LA 71303 
318/442-7568 

Fax: 3181442-9495 

Independent Accountant's Report 

SABINE PARISH SCHOOL BOARD 
Many, Louisiana 

I have performed the procedure~ described in the attached exhibits, which were agreed 

to by you, ~clely to assist you in adding credibility to the school activity funds for 

t~e period ended June 30. 2002. This engagement to apply agreed-upon procedures was 

erformed in accordance with standards established by the American Institute of 

ertified Public Accountants. The ~uffieiency of the procedures is solely the 

responsibility of the Sabine Parish School Board. Consequently, I make no 

represeKtati on regarding the suffi ci ~ncy of the procedures described i n the accompanying 

exhibits either for the purpose for which this report has been prepared or for any other 

purpose. 

My procedures are descrfbed {n th: attached exhibits. 

I was not engaged to express an opinion on the specified elements, accounts, or items. 

Accordingly, I do not express any opinion on the school activity funds. Had I performed 
additional procedures, other matter~ might have come to my attention that wo~Id have 

been reported to you. 

The contract between the school board and the accown~ant anticipated a release date of 

the report as on or before December 31, 2002. Becauae of the workload of the 

accountant's firm, the report could not be released until January 17, 2003. 

Herbie W, Way 

Certified Public Accountant 

Alexandria, Louisiana 

January 17, 2002 



CONVERSE SCHOOL 

Agreed-Upon Procedures and Findings 

Exhibit A 

Obtain May bank statements directly from bank I NO exceptiona found. 
Trace May deposits to cash receipts journal and 
Qeneral ledger. No exceptions found. 

Trace two randomly selected deposits in each of 

the previous months to cash receipts journal 
and general ledger. No exceptions found. 

Trace two randomly selected cash receipts in 

each month from the ma~h receipt~ journal to 
the bank statemen; to ensure receipts are 

deposited on a daily basis. No exception~ found. 

Examine five randomly selected ticket 
reconciliation foams for aCmission anc gate 

receipts. Trace cash collected to cash 

receipts journal. No exceptions found. 

Randomly ~elect five cash disbursements from 
each mon~  and apply the followlng procedures: 

Review canceled checks for prober signatures 

and approDrlate endorsements. No exceptions found. 

Verify that the selected checks are supported 
by a vendor invoice, or, when invoices arm nob 

available, by a properly approved payment 

Voucher. No exceptions found. 

Verify that check supporting boeuments are 
properly stamped to avoid duplicate payments. No exceptions found. 

Determine that expenditures have been formally 

approved for charge be indivicual funds anc 

check to see bhat proper distribution was made 
to those funds. No exceptions found. 

Verify that expenditures are posted to the 

cash disbursements journal on a timely basis. 
Transactions posted by the next day are 

cem$idered timely. No exceptions found. 

ExamCnm checks written for amounts over $7,500 
and ascertain if centre: office approval was 
obbained. No exceptions found 

Verify thab all checking accounts are interest 
bearing. No exceptions found. 

Count petty cash funds and reconcile cash 

expenditures receipts with the amount of thm 

original fund balance. NO exceptions found. 

Calculate the yea--to-date gross profi~ 

percentage on concession ~ales. Compare 

resulta with prior year calculations and the Prior year gross profit percentage wag 31.g~% 
other schools year-to-date percentages. compared to 29.09% fo~ this year. Variance 

Inquire as to reasons for variances. (decrease) of 1.95%. No exceptions found. 



 

CONVERSE SCHOOL 

Agreed-Upon Procedures and Findings 
Concluded 

Exhibit A 

Examine monthly financial reports and bank 

reco~ailiationa for tWO randomly selected 

month~ to verify that they are prepared on a 

timmly basis. Items completec by the fifteenth 

of the following month are considered timely. No exceptions found. 

Rancomly ~elect five fixed a~ et~ located at 
the school and trace to the inventory records 

maintained by the central office. Not applicable this cycle. 

Randomly ~elect five fixed assets inventory 

records maintained by the central office and 
verify their exis~enc~ of the asSEtS. Not applicable thi~ cycle. 



 

EBARB SCHOOL 
Agreed-Upon Procedures and Findings 

Exhiblt B 

Obtain Hay bank statements directly from bank No exceptions found. 

Trace May deposits to cash receipts journal and 
general ledger. No excepbions found. 

Trace two randomly selected depoaita in each of 

the previous months to cast receipts journal 
and general ledger. NO exoeption~ found. 

Trace two randomly selected cash receipts in 

each month from the cash receipt~ journal to 
the bank statemen~ to ensure receipts are 

deposited on a daily basis. No exceptions found. 

Examine five randomly selected ticket 
r=Genciliabion fo'ms for admission ano gate 

receipts. Trace cash collected to cash 

rmceibts journal. No exceptions found. 

Randomly ~elect five cash disbursements from 

each mont~ and apply the followlng procedures: 

Review canceled checks for proper signatures 
and appropriate endorsements. No exceptions found. 

Verify that the aelected checks are supported 

by a vendor invoice, or, when invoice~ are not 

available, by a properly approved payment 

voucher. No exceptions found. 

Verify that check supporting documents are 
properly stamped to avoid duplicate payments. No exceptions found. 

Determine that expenditures have been formally 

approved for charge to ~ndivi~ual funda and 
check to see that prober distribution wal made 

to tho~e funds. No exceptions found. 

Verify that expenditures are po~ted to the 

cash disbursementa journal on a timely basis. 
Tran~action~ posted by the next day are 
considered timely. No exceptions found. 

Examine c~ecks written for amounts over $7,50C 
and ascertain if centra~ office approval was 
obhained. No exceptions found. 

Verify that all checking accounts are interest 

bearing. No exceptions found. 

Count petty cash fund5 and reconcile cash 

expenditures receipts with the amount of the 

original fund balance. NO excebblona found. 

Calculate the year-to-date gross profi~ 
percentage on concession sale~. Compare 

results wibh prior year calculationa and the Prior year gross profit percentage was 44.12% 
other schools year-to-date percentages. compared to 44.78% fcr bhis year. Variance 

Inquire as to reasons for variances. Cincrease) of 0.66%. No exceptions found. 



 

EBARB SCHQOL 
Agreed-upon Procedures and Findings 

Concluded 

Exhlblt B 

Examine monthly financial reports and tank 

reconciliations for two randomly selected 

months to verify that they are prepared on a 

timely basis. Items completed by the fifteenth 
of the following month are considered timely. No exceptions found. 

Randomly select five fixed assets located at 
the school and trace to the inventory ~ecord~ 

maintained dy the central office. Not applicable this cycle. 

Randomly 5elect five fixed assets inventory 

records maintained by the central office and 
verify thair exi~:ence of the assets. Not adpl~cBbl~ this cycle. 



 

FLORIEN ELEMENTARY SCHOOL 
Agreed-Upon Procedures and Findings 

Exhibit C 

Obtain May bank statements directly from bank I No exceptions. 
Trace May deposits to cash receipts journal and 
general ledger. No exceptions. 

Trace two randomly selected deposits in each of 

the previous months to cash receipts journal 
and general ledger. No exQeptions. 

Trace two randomly selected cash receipts in 

each month from the ea~h receipts journal to 
the bank statement to ensure receipts are 

deposited on a dally basis. No exceptions. 

Examine five rancomly selected ticket 
reconciliation forms for agmission an~ gate 

receipts. Trace cash collected to cash 

receipts journal. No exceptions. 

Ranaomly select five cash disbursements from 

each month and apply t~e following procedures: 

Review canceled checks for proper signatures 

and appropriate endorsements. No exceptions. 

Verify that the selecbed checks are supported 
by a vendor invoice, or, when invoice~ are not 

available, by ~ properly approved payment 

voucher. No exceptions. 

Verify that check supportin5 ~ocuments are 
properly stamped to avoid duplicate payments. No exceptions. 

Determine that expenditures have been formally 

approved for charge to individual funds and 

check to see thab proper distribution was made 
to those funds. No exceptions. 

Verify that expenditures are posted to bhe 

c~sb disbursements journal on a timely basis. 
Transactions posted by the next d~y are 

considered timely. No exceptions. 

Examine checks written for amounts over $7,500 
and ascertain if central office approval was 
obtained. 

Verify that ~ll checking accounts are interest 
bearing. No exceptions. 

Count petty cash funds and reconcile cash 

expenditures receipts with the amount of the 

original fund balance. No exceptions. 

Calculate the year-to-date gros~ broil= 
percentage on concession sales. Compare 

results with prior year calculations and bhe Prior year gross profit percentage was 27.78% 

~tber schools ~ear-t~-d~te percentages. com)ared to 33.49% f~r this year. V)rianc~ 

Inquire as to reasons for variances. (increase) of 5.72%. No exceptions found. 



 

FLORIEN ELEMENTARY SCHOOL 
Agreed-Upon Procedures and Findings 

Concluded 

Exhibit C 

Examine monthly financial reports and bank 

reconciliations for two randomly selected 
months to verify that they are prepared on a 

timely basis. Item~ compiatmd by tbm fiftmmnth 

of the folTowing month are considered timely. No exceptions. 

Randomly ~elect five fixed a~ et~ located at 

the school and trace to the inventory records 

ma~ptained by the central office. Not applicable this CyCle. 

Rancomly ~elect five fixed assets inventory 

record~ maintained by the central office and 
verify their existence of the a~ ets~ Not applicable this cycle. 



FLORIEN HIGH SCHOOL 

Agreed-Upon Procedures and Findings 

Exhibit D 

I Obtain May bank statements directly from bank No exceptions. 
Trace May deposits to cash receipts journal and 
~eneral ledqer. No exceptions. 

Trace two randomly selected deposits in each of 

the previous months to cash receipt~ journal 
and general ledger. No exceptions. 

Trace two randomly selected cash receipts in 

eacP month from the cash receipts journal to 
the bank statemen; to ensure rec~ipt~ are 

deposited on a daily basis. No exdeptio~a. 

Examine five randomly selected ticket 

reconciliation fo-ms for admission anc gate 

receipts. Trace cash collected to cash 

receipts journal. No exceptions. 

Randomly select five cash disbursements from 
each month and apply the following procedures: 

Review canceled checks for prober signatures 

and approoriate endorsements. No exceptions, 

Verify that the selected checks are supported 
by a vendor invoice, or, when invoices are ~ot 

available, by a properly approved payment 
voucher. No exceptions. 

Verify that check supporting bocumentm are 

properly stamped to avoid duplicate payments. No exceptions. 

Determine that expenditures have been formally 

approved for charge to indivicual funds anc 

check to see that proper distribution was made 
to those funds. No exceptions. 

Verify that expenditures are posted to the 

c~sh disbursements journal on a timmly basis. 
Tran~action~ pc{ted by the next day are 

considered timely. No exceptions. 

Examine c~ecks written for amounts over $7,5OO 
a~d ascertain if centrai office approval was 
obtain:d. No exceptions. 

Verify that all odeckihq accounts are interest 

b~Bring. No exceptions. 

Count petty cash funds and reconcile cash 

expmnditures receipts w?th the a~ount of the 

or~qinal fund balance. No exceptions. 



 

FLORIEN HIGH SCHOOL 

Agreed-Upon Procedures and Findings 
Concluded 

Exhibit D 

Calc ulate the year-to-date gross profit Prior year gross profit percentage we5 15.23~ 

perc~ entage on concession sale~. Compare compared to 30.57X fo~ this year. Variance 

resu Its with prior year calculationl and the (i~crease) of 15.44% is not within the 5% 
othe r ~chools year-to-date percentages. ramge as establishmd by ~chool board. This 
Inqu ire as to reasons for variances. variance re~ulta fro~ an increase in the 

selling prices of vacious concession item~. 

Exam ne monthly financial reports and bank 

reeo tciliation~ for two randomly Selected 

mont ~ to verify chat thej are prepared on a 
Pine y basis. Items completed by the fifteenth 

of t h~ fo~ o~ing ~onth are con~i~ r~  ~i~ ly. 

Rancc >mly select five fixed as~et~ located at 

the ;chool and trace to the inventory -:cord: 

maCrt ;ained by the central office. Not applicable this cycle. 

Randomly ~elect five fixed assets inventory 

record~ maintained by the central office and 

verify their existence of the assets. Not applicable this cycle. 



 

MANY ELEMENTARY SCHOOL 
Agreed-Upon Procedures and Findings 

Ex~iblt E 

Obtain May bank statements directly from bank I No exceptions. 
Trace May deposits to cash receipts journal and 
qeneral ledqer. No exceptions. 

Trace two randomly selected deposits in each of 

the previous months to cash receipts journal 
and genera" ledge~. No exceptions. 

Trace two randomly selected cash receipts in 

each month from the ca~h receipt~ journa~ to 
the bank stabement to ensure receipts are 

deposited on a daily basis. No exceptions. 

Examine fiw  randomly selected ticket 
reconciliation forms for admission and gate 

receipts. Trace cash collected to cash 

receipts journal. Nob Applicable at this school. 

Randomly select five cash disbursements from 
each month and apply the following procedures: 

Review canceled checks for proper signatures 
and appropriate endorsements. No exceptions. 

Verify that the selected checks are supported 
by a vendor invoice, or, when invoice~ are not 

~vailable, by a properly approved payment 
Voucher. No exceptions. 

Verify that check supporting cocumenta are 
properly stamped to avoid duplicate payments. No exceptions. 

Determine that expenditures have been formally 

approved for charge to individual funds and 

check to see that proper disbribution was made 
to those funds. No exceptions, 

Verify that expenditures are posted to the 

cash diab~rsements journal on a timely basle. 
Tran~action~ posted by the next day are 
considered timely, No exceptions. 

Examine checks written for amounts over $7,50C 
and ascertain if central office approval was 
obtained. No exceptions. 

Verify that all checking accounts are interest 

bearing. No exceptions. 

Court petty cash funds and reconcile cash 

expenditures receipts with the amount of the 

original fund balance. No excepblona. 

Calculate the year-to-date gross profit 
percentage on concession sale~. Compare 

resulbs with prior year calculations and bhe Prior year gross profit percentage was 41.99% 
other schools year-to-date percentages. compared to 42.79% fo~ this year. Variance 

Inquire as to reasons for variances. Cincrease) of .BO%. No exceptions. 
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MANY ELEMENTARY SCHOOL 
Agreed-Upon Procedures and Findings 

Concluded 

Exhibit E 

Examine monthly financial reports and bank 

reconciliation5 for two randomly selected 

months to verify that they are prepBred on B 
tinely basis. Items combletec by tde fifteenth 

of the following month are eonsidere~ ~imely. No exceptions. 

Randomly select five fixed assets located at 

the school and trace to the inventory records 

mairtained by the central office. Not applicable this cycle. 

Rancomly select five fixed assets inventory 
records maintained by the central office and 
verify their existence of the a~set~. Not apblicable this cycle. 
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MANY JUNIOR HIGH SCHOOL 
Agreed-Upon Procedures and Findings 

Exhlblt F 

Obtain Hay bank statements directly from bank No exceptions_ 

Trace May deposit~ to cash receipt~ journal and 
qeneral Iedqer. No exceptions. 

Trace two randomly selected deposits in each of 

the previous months to cash receipts journal 
and general ledger. NO exceptions. 

Trace two randomly selected cash receipts in 

each month from the cash receipts journal to 
the bank statement to ensure receipts are 

deposited on a daily baai$. No exceptions. 

Examine five randomly selected ticket 
r~Gonciliation forms for admission and gate 

receipts. Trace cash collected to cash 

receipts journal. No exceptions. 

Rancomly select five cash disbursements from 

each month and apply the followlng procedures: 

Review canceleg checks for proper signatures 

and appropriate endorsements. No exceptions. 

Verify that the aelested checks are ~upported 
by a vendor invoice, or, when invoice~ are not 

available, by a properly approved payment 

voucher. No exceptions. 

Verify that check supporting documents are 
properly stamped to avoid duplicate payments. No exceptions. 

Determine that expenditures have been formally 

approved for charge to Indlvicual funds and 

check to see that proper distribution was made 
to those funds. No exceptions. 

Verify that expenditures are posted to the 

cash disbursements journal on a timely basis. 
Tran~action~ po~ted by the next day are 
considered timely. No exceptions. 

Examine checks written for amountl over S7,BOC 

and ascertain if central office approval was 
obtained. No exceptions. 

Verify that all CheCking accounts are interest 

bearing. No exceptions. 

Court petty cash funds and reconcile cash 

expenditures receipts with the amount of the 

ow ginal fund balance. NO exaepblona. 
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MANY JUNIOR HIGH SCHOOL 

Agreed-Upon Procedures and Flndlngs 
Concluded 

Exhibit F 

Calculate the year-to-date gross profit 

percentage on concession sale~. Compa-e 
result~ with prior year calculatlons and the Prior year gross profit percentage was 39.67~ 

other schools year-to-date percentages. compared to 35.7S% fc~ this year. Variance 

Inquire a~ to reasons for variances. (decrease) of 3.92%. No exceptions found. 

Examine monthly financial reports and bank 

reconciliations for two randomly selected 
months to verify that they are prepared on a 
timely basis. Items completed by the fifteenth 

of the following month are considered timely. No exceptions. 

Rancomly select five fixed assets located at 

the school and trace to the inventory records 
maintained by the central office. Not applicable this cycle. 

Randomly ~ml~ct five fixed assets inventory 

records maintained by the central office and 
verify their exis~emce of the assets. Not applicable this cycle. 

13 



 

MANY SENIOR HIGH SCHOOL 
Agreed-Upon Procedures and Findings 

Exhibit G 

Obtain May bank statements directly from bank I No exceptions 
Trace May deposits to cash receipt5 journal and 
general ledqer. No exceptions. 

Trace two randomly selected deposits in each of 

the previous months to cash receipts journal 
and general leOge~. No exceptions. 

Trace two randomly selected cash receipts in 

each month from the cash receipts Journal to 
the bank statement to ensure receipts are 

deposite~ on a daily basis. No exceotioni. 

Examine five rancomly selectee ticket 
reconciliation forms for admission and gape 

receipts. Trace cash collected to cash 

receipts journal. NO excepbiona. 

Randomly select five cash disbursements from 
each month and apply t~e foIlow~ng procedures: 

Review canceled checks for proper signatures 

and appropriate endorsemenbs. No exceptions_ 

Verify that the selected checks are Supported 

by a vendor invoice, or, when invoices are not 

available, by a properly approved payment 
voucher. No exceptions. 

Verify bhab check supporting documents are 
properly stamped to avoid duplicate payments. No exceptions. 

Determine that expenditures have been formally 

approved for charge to indivicual funds and 

check to see that proper distribution was made 
to those funds. No exceptions. 

Verify that expenditures are posted to the 

cash disbursements journal on a timely baais. 
Transaction~ posted by the next day are 
considered timely. No exceptions. 

Examine check~ written for amounts over $7,500 
and ascertein if central office approval was 
obtained. No exceptions. 

Verify that all checking accounts are i~terest 

bearing. No exceptions. 

Count petty cash funds and reconcile cash 

expenditures r:ce~pt: w~th the amount o? the 

original fund balance, No exceptions. 
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MANY SENIOR HIGH SCHOOL 
Agreed-Upon Procedures and Flndlngs 

Concluded 

Exhibit G 

Ca;culate the yea~-to-date gros~ profit 

percentage on conoeaaion sale@. Compare 

results with prior year calculations and the Prior year gross profit percentage was 24.B9~ 
other ~chool~ year-to-date percentages. oompared to 23.17X fo~ thil year. Variance 

Inquire as to reasons for variances_ (decrease) of 1.72~. No exceptions. 

Exam#ne mo nthly financial report~ and bank 

reconcilia tions for two randomly selected 

month6 to verify t~at they are prepared on a 
timely bas is. Items completed by the fifteenth 

of the fol lowing month are considered timely. No exceptions. 

Randomly select five fixed as~et~ loca~ d at 
the school and trace to the inventory ~ecords 

maintained by the central office. Not applicable this ~yclm. 

Randomly ~e elect five fixed a~ et~ inventory 

records mai intained by the central office and 

verify thei ir existence of the assets. Not applicable this cycle. 

~5 



NEGREET SCHOOL 
Agreed-Upon Procedures and Findings 

Exhibit H 

Obtain May bark abatements directly from bank No exceptions. 

Trace May deposits to cash receipts journal and 
general ledger. No exceptions. 

Trace two randomly selected deposits in each of 

the previous months to cash receipts journal 
and genera: ]edge~. No exceptions. 

Trace two randomly selected cash receipts in 

each mont~ from the cash receipts journal to 
the bank ~tatement to en~ure receipts are 

deposited on a daily basis. No exceptions. 

Examine five randomly aelecbeg ticket 
reconciliation form~ for admilsion and gate 

receipts. Trace cash collected to cash 

receipts journal. No exoebtiona. 

Rancomly select five cash disbursements from 
eacr month and apply the following procedures: 

Review canceled checks for proper signatures 
and appropriate endorsements. No exceptions. 

Verify that the selected checka are supported 

by a vendor invoice, or, when invoices are not 

available, by a properly approved payment 
voucher. No exceptions. 

Verify thab check supporting documeRts are 
properly stamped to avoid duplicate paymentz. No exceptions 

Determine bhat expenditures have been formally 

5pproved for charge to ~ndividual funds ant 

check to see that proper distribution was made 

to those funds. No exceptions 

Verify that expenditures are posted to the 

cash disbJrsementa journal On a timely basis. 
Transaction~ po~ted by the next day are 

considered timely. No exceptions. 

Examine checks written for amount~ ore* $7,500 
and a~certain if central office approval was 

obtained. 

Verify that all checkimg accounte are imbereat 

bearing. No exceptions. 

Count betty cash funds ~nd reconcile cash 

expendibure~ recelpts with the a~ount of the Petty cash change fund is mo longe~ being 

original fund balance. maintained at the school. 

Calculate the yea--to-date gross profit 
percentage on concession sales. Compare 

re~ulta with prio- year calculations and the Prior year gross profit percentage was 18.5~~ 
other schools yea~-to-date percentages. compared to 16.67~ for this year. Variance 

Inquire a~ to reasons for variances. (decrease) of I.B3%. No exceptions. 
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NEGREET SCHOOL 
Agreed-Upon Procedures and Findings 

Concluded 

Exhibit H 

Examine mo nthly financial reports and bank 

recon~ilia tions for two randomly selected 
months to verify that they are prepared on a 

timely bas is. Item~ comblete~ by the fifteenth 

of the fol owing month are considered timely. No exceptions. 

Randomly ~elect five fixed a~ ets located at 

the school and trace to the inventory records 

maintained Dy the central office. Nob applicable this cycle. 

Randomly ~e ~lect five fixed a~sets inventory 

r~cords mai inbained by the central office and 

verify thel ir existence of the m~sets. Not applicable thi~ cycle. 
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PLEASANT HILL SCHOOL 
Agreed-Upon Procedures and Findings 

Ex~Iblt I 

Obtain May bank s;atements directly from bank No exceptions. 

Trace May deposits to cash receipts journal and 
omnmral ledger. No exceptions. 

Trace two randomly selected deposits in each cf 

the previous months to cash receipts journal 
and general ledger. No exceptions. 

Trace two randomly selected cast receipts in 

each montl from the ma~h receipt~ journal to 
the bank statement to ensure receipts are 

deposited on a daily basia. No exceptions. 

Examine five rancomly selected ticket 
reconciliation forms for admission anm gate 

receipts. Trace cash collected to cash 

receipts journal. No exceptions. 

Randomly select five cash disbursements from 

each month and apply the following procedures: 

Review canceled check~ for proper signatures 

and appropriate endorsements. No exceptions. 

Verify that the ~elected checks are supported 
by a vendor invoice, or, when invoice~ are not 

available, by a properly approved payment 
voucher. No exceptions. 

Verify that check supporting documents are 
properly stamped to avoid duplicate payments. No exceptions. 

Determine that expenditures have been formally 

approved for charge to individual funds and 

check to 5me that proper distribution was mad~ 
to those funds. No exceptions. 

Verify that expenditures are posted to the 

cash disbJrsements journal on a timely basis. 
Transactions posted by the next day are 

considermd timeiy. No exceptions. 

Exam#no checks written fo~ amounts over $7,500 
and ascertain if central office approval was 
obtained. No e~ceptions. 

Verify that all checking accounts are interest 
bearing. No exceptions. 

Court petty cash funds and reconcile cash 

expenditure~ receipts with the amount of the 

or!cinal fund balance. NO excepPions. 
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PLEASANT HILL SCHOOL 
Agreed-Upon Procedures and Findings 

Concluded 

Exhibit I 

CaTculate the year-to-date gross profit 
percentage on concession aales. Compare 

r~aulta with prie~ year calculBtion~ and the Prior year gro~  profit percentage was 26.16% 

other schools year-to-date percentages. compared to 24.57% for this year. Variance 

inquire as to reason~ for variances. (decrease) of 1.59%. No exceptions. 

Examine monthly financial reports and bank 

reconciliations for two randomly selected 
months to verify that they are prepared on a 

timely basis. Items completed by the fifteenth 
of the following month are considered timely. No exceptions. 

Randomly select five fixed assets located at 
the school and t~ace to the irventory recorda 

maintained by the central office. Not applicable this cycle. 

Rancomly select five fixed assets inventory 
records maYntained by the central office and 

verify their exiatenoe of the asseta. Not applicable this cycle. 
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ZWOLLE 

Agreed-Upon 
ELEMENTARY SCHOOL 

Procedures and Findings 

Exhibit J 

Obtain May bank abatement~ directly from bank I go exceptions. 
Trace May deposits to cash receipts journal and 
Qeneral ledQer. No exceptions. 

Trace two randomly selected deposits in each of 

the previous montha to cash receipts journal 
and general ledger. No exceptions. 

Trace two randomly selected cash receipts in 

each month from the ca~h receipts journal to 
the bank shahemens to ensure receipt~ are 

deposited on a daily basis. No exceptiona. 

Examine five randomly selected ticket 
reconciliation fo~ms for admission and gate 

receipts. Trace cash collected to cash 

reoeipts journal. Not Applicable :t this school. 

Randomly aelect five cash disbursements from 

each month and apply the following procedures: 

Review ca~cele~ checks for proper signatures 
and appropriab~ endorsements. No exceptions. 

Verify that th~ selected checks are supported 

by a vendor invoice, or, when invoices are not 

available, by a properly approved payment 

voucher. No exceptions. 

Verify that check supporting documents are 
properly stamped to avoid duplicate payments. No exceptions. 

Determine that expenditures have been formally 

approved for charge to individual funds and 

check to ~ee that proper distribution was made 
k~ those funds. No exceptions. 

Verify that expenditures are posted to the 

cash disbursements journal on a timely basis. 
Transactions pm~ted by the next day are 
considered timely. No exceptions. 

Examine checks written for amount~ over $7,~00 
and ascerbain if central office approval was 
obtained. No exceptions. 

bearing.

that all checking accounts are interest 

No exceptions. 

Court petty cash funds and reconcile cash 

expenditure~ receipts with the amount of the 

original fund balance. Not applicable at this school. 
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ZWOLLE ELEMENTARY SCHOOL 
Agreed-Upon Procedures and F~ndings 

Concluded 

Exhibit J 

Calculate the year-to-date gro~s profib 

percentage on concession sales. Compare 

resultz with prior year calculations and the Prior year groaa profit percentage was 40.30% 
other ~chools year-to-date percentages. compared to 42.B7% for this year. Variance 

Inquire a~ to reasons for variancea. (increase) of 2.57%. No exceptions. 

Examine monthly financial reports and bank 

reconciliations for two randomly selected 

month: to verify ~hat they are prepared on a 

timely bas~s. Items completed by the fifteenth 

of the following month are considered timely. NO exceptions. 

Rancomly select five fixed assets located at 

the school and trace to the inventory re~orda 

maintained by the central office. Nob applicable bhi~ cycle. 

Randomly select five fixed a~ ets inventory 

records maintained by the central office and 

verify their exiatence of the a~@eta. Nob applicable bhi~ cycle. 



ZWOLLE INTERMEDIATE SCHOOL 
Agreed-Upon Procedures and Findings 

Exhibit K 

Obtain May bank statements directly from bank I No exceptions. 
Trace May deposit~ to cash receipts journal and 
qeneral ledQer. No exceptions. 

Trace two randomly selected deposits in each of 

the previous months to cash receipts journal 
and general ledger. NO exceptions. 

Trace two randomly selected cash receipt~ in 

each month from the ca~h receipts journal to 
the bank statement to ensure receipts are 

deposited on a daily basis. No exceptions. 

Examine five randomly seleste~ ticket 
reconciliation forms for admission and gate 

receipts. Trace cash collected to cash 

receipts journal. NO exceptiona. 

Randomly select five cash disbursements from 

each month ant apply the following procedures: 

Review canceleJ checks for proper signature5 

and appropriate endorsements. No exceptions. 

Verify thaP th~ selected checks are supported 
by a vendor invoice, or, when invoice~ are nob 

~vailable, by a properly approved payment 
voucher. No exceptions. 

Verify that check supporting ~oouments are 
properly ~tamped to avoid duplicate payments. No exceptions. 

Determine that expenditures have been formally 

approved for charge to !ndivldual funds an~ 

check to see that proper distribution was made 
to those funds. No exceptions. 

Verify that expenditures are posted to the 

cash disbursements journal on a timely basis. 
Transactions posted by the next Cay are 

considered timely. No exceptions. 

Examine checks written for amounts over 17,BOC 
and ascertain if central office approve] was 
obtained. No exceptions. 

Verify that all checking accounts are interest 
bearing. No exceptions. 

Count petty cash funds and reconcile cash 

expenditures receipts with the amount of the 

original fund balance. Re exceptionB. 
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ZWOLLE INTERMEDIATE SCHOOL 
Agreed-Upon Procedures and Findings 

Concluded 

Exhibit K 

Calculate the year-to-date gross profit Prior year gross profit percentage was 47.15% 

percentage on concession sales. Compare compared to 37.17% for this year. Variance 

results with prior year calculations and the (decreaae) of 9.98~, which i~ not within the 
other :~hool~ year-to-date percentages. 5~ range as e~tabli~hed by school board, wa~ 

Inquire a~ to reasons for variances. due to an increase in the purchaae price of 
various items without an increase in the 

sellinQ price. 

Examine monthly financial reports and bank 

rmconciliationm for two randomly selected 

month~ to verify that they are prepared on a 

timely basis. Items completed by the fifteenth 
of the following month are considered timely. No exceptions. 

Randomly select flve fixed a~ eh~ located at 
the school and trace to the inventory records 

maintained by the c~ntra] office. Not applicable bhis cycle. 

Randomly select five fixed a~ ets inventory 
records maintained by the central office and 
verify their existence of the a~sets. Not adplicable thi~ cycle. 
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ZWOLLE HIGH SCHOOL 
Agreed-Upon Procedures and Findings 

Exhibit L 

Obtain May bank statementa directly from bank No exceptions. 

Trace May deposit~ to cash receipts journal and 
general ledger. No exceptions. 

Trace two randomly 5elected deposits in each of 

the previous months to cash receipts journal 
and general ledger. No exceptions. 

Trace two randomly selected cash receipts in 

each month from the cash receitt~ journal to 
the bank statement to ensure receipts are 

deposited on a daily basis. No exceptions. 

Examine five randomly ~elected ticket 
reconciliation forms for ~ mis~icn and gate 

receipts. Trace cash collected to cash 

receipts journal. No exceptions. 

Randomly 5elect five caah disbursements from 
each mont~ and apply the following procedures: 

Review canceled checks for proper signatures 

and appropriate endorsenents. No exceptions_ 

Verify that the selected ch~cks are aupported 

by a vendor invoice, or, when invoices are not 

available, by ~ properly approve~ payment 
voucher. No exceptions. 

Verify that ch~ck supporting Cocuments are 
properly stamped to avoid duplicate payments. No exceptions. 

Determine that expenditures have been formally 

approved for ctarge to individual fJnds an~ 

check to see that proper distribution was made 
to tho~e fund~. No exceptions. 

gorily that expenditures are posted to the 

cash disbJr~ements journal on a timely basis. 
Transactions poat~d by the next day are 

considered timely. No exceptions. 

Examine checks written for amount~ over $7,B00 
and ascertain if centra~ office approval was 

obtained. No exceptions. 

Verify that all checking acoount~ are interest 
bearing. No exceptions. 

Count petty cash funds and reconcile cash 

expenditures reoelpts with the amount of the 
original fund balance. The change funb was clo~ed in the prior year 

Calculate the year-to-date gro~s profit 
percentage on concessioB sales. Compare 

results with prior year calculation~ and the Prior year gross profit percentage was 39.6L% 

other schools year-to-date percentages. compared to 46.32% for this year. Variance 

Inquire a~ to reasons for variances. (increase) of 6.171. No exceptions. 

24 



 

ZWOLLE HIGH SCHOOL 

Agreed-Upon Procedures and Findings 
Concluded 

Exhibit L 

Examine mo ~thly financial reports and bank 

reco~cilia ;ions for two randomly selected 

months to ~erify that they are prepared on a 

timely ba~ ~. Items complete~ by thm fiftmmnth 
of the fol owing month are considered ~imely. No exceptions_ 

Rancomly ielect five fixed a~sets located at 

the school and trace to the inventory records 

malrtained by the central office. NOP appllcBble thls cycle. 

Randomly s~ elect five fixed assets inventory 

r~ or~  mai intain~  by the cmntr~ ofTioe a~d 

verify thei ir existence of the a~sets. Not applicable thi~ cycle. 


